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UK Trade & Investment Student Internship
1. We are looking for a student to undertake a part-time internship for the United Kingdom Trade and Investment team within the British Embassy Vienna.  A description outlining the post's main purpose and its duties and responsibilities is attached. Full details are also available on www.ukinaustria.fco.gov.uk. 
2. The position requires flexibility, initiative and resourcefulness. An excellent command of English and German is required. We are looking for someone who possesses strong work ethics, initiative, creativity, flexibility and motivation. The successful applicant will be someone who can demonstrate that the work experience, support and training we offer will be directly beneficial to their studies and future career plans. 
3. The intern is asked to commit to two full days (or equivalent) as a minimum. Days and schedule will be flexible dependent upon availability.  
4. The internship is for a duration of six months commencing in July 2011 and is an unpaid internship.
5. Applications, in English, together with a CV should be submitted by e-mail to Brie Carman, brie.carman@fco.gov.uk , by 9am on Wednesday 6 July  2011. We plan to hold interviews during the week commencing the 11 July 2011.
Brie Carman
Corporate Services Manager
22 June 2011
Internship UKTI
An opportunity has arisen for a part time student intern for the United Kingdom Trade and Investment team within the British Embassy of Vienna. We are looking for someone for six months from July 2011.   
Line Management
You will be line-managed by an experienced member of staff who will give you feedback and support throughout your internship. You will also be allocated a mentor to offer guidance. 
Main duties and responsibilities:

The Trade & Investment division of the British Embassy provides support to UK companies developing trade and investment links with the Austrian market and promotes the UK as a destination for overseas investment.
You will support the team in organising key local and regional events in Vienna with participants from several neighbouring countries. This includes the Art of Living trade promotion event in October (a lifestyle event promoting British jewellery, giftware, leatherwear as well as evening and bridal wear) and the Experience Economics Museums trade promotion event (a conference and exhibition promoting the British museums and attractions sectors) in November/December. In addition we are planning seminars with the IAEA, an Inward Investment forum covering renewable energy, a further regional trade exhibition event called Taste of Britain, promoting British speciality food and drink as well as our own UK Trade & Investment regional conference later in the year.
The successful applicant will be adaptable and enthusiastic about working as part of a broader team. Applicants should have experience of working towards performance targets with the drive and initiative to get things done. Responsibilities will include:
· Industry specific internet research and industry sector updates
· Database entry & management

· Assist staff with the organisation of key commercial events

· Telephone marketing & research
· Assisting with mass mailing

Essential skills and experience:

· An excellent command of both English and German required.
· Strong IT skills are essential 
Terms and Conditions  
The British Embassy is an equal opportunities employer and is a friendly and welcoming place to work. This is a part time position where flexibility will be given to accommodate the person’s studies. A minimum of two full days (or equivalent) is expected to ensure a good workflow within the team.

A British Embassy Internship is unpaid and is a study-related opportunity for students to develop valuable personal and transferable skills. The Embassy is open to students gaining university credit for this internship. The requirements on the Embassy for this to occur should be included in your written application so the Embassy can ensure they can be accommodated. 
Selection will be by competence-based interview in English and German where candidates will be asked questions relating to their behaviour in specific circumstances, which they then need to back up with concrete examples.
This is an internship for a student residing in Austria only. Students in the UK should apply through the Foreign and Commonwealth Office in London directly. 
 http://www.fco.gov.uk/en/about-us/working-for-us/work-experience/
The successful candidate will be required to undergo security checks before commencing. 
Applications

Please send a detailed CV and covering letter in English, explaining why you would be a good candidate, by email to brie.carman@fco.gov.uk to arrive by 9am on Wednesday 6 July 2011.
Please include in your application answers to the following questions with a maximum of 300 words per question:

Question 1:  What relevant skills and experiences will you bring to the team?
Question 2: What do you understand to be the key function of the UK Trade and Investment team in Austria?
Shortlisted candidates will be invited for interview during the week commencing 11 July 2011. We regret that only applications from those shortlisted for interview will be acknowledged. 
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